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Personnel Wage and Salary  Salary Determination 
 Administration and Review 

 
 
 
 
 
 
 
POLICY: .01 Within the parameters  of  available funding,  the 

Laboratory’s compensation program 

Provides a level  of compensation that  a t t racts ,  
motivates,  and retains a quali ty work force,  
which is  necessary for  the achievement  of  
Laboratory goals;  

Recognizes and rewards performance and 
product ivi ty while maintaining a competi t ive 
market  posi t ion;  and 

Provides internal  equity within the Laboratory.  
 

  Laboratory managers monitor salaries to  ensure that  
these goals  are accomplished.  

 
 
DEFINITIONS: 
 

Salary Increase .02 At the end of  each f iscal  year ,  the Universi ty of  
Authorization   Cali fornia  (UC) requests Department of  Energy 

(DOE) authorizat ion for  the Laboratory to spend 
addit ional  operat ing funds on salary increases in 
the next  f iscal  year .   This fund is  cal led the Salary 
Increase Authorization (SIA) and is  specified by 
DOE as a percentage increase over current  payroll  
for  each series.   The purpose of the SIA is  to 
enable the Laboratory to  maintain i ts  competi t ive 
posi t ion in  the relevant  labor markets.   SIA funds 
are available for  raises during the annual  salary 
review cycle and for other  salary increases during 
the year.  

 
 

Promotional Fund .03 The DOE may al locate  a  percentage of the SIA for  
salary increases accompanying promotions.   This 
fund,  which is  administered separately from the 
SIA, is  referred to  as the promotional  fund.   The 
promotional  fund is a l located by directorate  and is 
administered and t racked by the Human Resources 
Compensat ion Group (HR-C).  
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Base Percentage .04 The Laboratory breaks i ts  SIA into 2 components,   
Increase   the Base Percentage Increase (BPI)  and the Salary 

Adjustment (SA).   The BPI recognizes upward 
movement  in  relevant  comparison markets for 
employees whose performance assessments  
indicate  that  their  job performance is  ful ly 
sat isfactory or bet ter .  

 
 

Salary Adjustment .05 The Salary Adjustment component of the SIA is   
Component   used to  reward sustained exceptional  performance,  

to  reflect  increased job responsibi l i t ies,  correct  
salary misal ignment,  or  to recognize special   
market  considerat ions.  

 
 
RESPONSIBILITIES: 
 

Compensation Group .06 HR-C annually reviews the Laboratory’s salary 
s t ructure and submits an SIA proposal  to  UC to 
increase the base payroll  of  each series by specified 
percentages that  reflect  measured changes in the 
relevant  labor markets  in  which the Laboratory 
competes.   HR-C also provides support  for  
Laboratory managers during the salary review 
cycle.   At  the conclusion of the salary review 
exercise,  HR-C requests necessary DOE and UC 
approvals for  specific salary act ions.  

 
 

Director .07 The Director  determines the breakdown of  the 
overal l  SIA into the BPI and SA components.   SIA 
funds for each series are then al located to  each 
Associate  Director  (AD).   The Director also issues 
instructions on the distr ibution and use of  SIA 
funds,  including percentage and application of  BPI 
and SA components and other special  instructions.  

 
 

Managers .08 Laboratory managers determine what  port ion of  the 
SIA al located to  them for each series  should be 
spent  during the annual  salary review and what  
port ion should be retained for  interim increases.   
See .33.   Managers determine the level  of 
individual  salaries  and pay increases and are 
responsible for  appropriate  salary al ignment  of  
their  employees.  
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Supervisors .09 Supervisors provide input on employee 
contributions by completing annual  performance 
assessments  for  employees under their  supervision 
and consult  with managers to  determine the level  of 
individual  pay increases.   See AM 109.  

 
 
PAY STRUCTURES: 
 

Structured Series .10 The Laboratory applies a  salary range to each level  
in  each of the Structured Series.   The minimum and 
maximum of the range represent  the lowest  and 
highest  salaries for  posi t ions at  that  level .   Salaries 
below the minimum or over the maximum require  
UC approval .   Each range also has a control  point  
that  represents  the average salary paid by other  
employers to  ful ly qualif ied individuals  in 
posi t ions with duties and responsibi l i t ies 
comparable to those of Laboratory employees.   The 
midpoint  of each range is  a  f igure that  fal ls  
halfway between the minimum and the maximum.  
PS-4 makes adjustments to the Laboratory’s pay 
st ructure annually and submits  adjustment 
proposals for  approval  by UC and DOE.  AM 
200.III .  shows the pay ranges for  each series.  

 
 

Technical Staff Member .11 The Laboratory does not  apply a formal pay  
Series   s t ructure  to posi t ions in  the Technical  Staff  

Member (TSM) Series .   Salary comparisons are 
made within peer groups of  employees based on the 
level  of academic degree and number of years  of  
relevant  experience.   HR-C provides graphs 
showing this  data to  managers during the 
Laboratory’s annual  salary review.  Managers 
should share this  data with their  employees.  

 
 
NEW-HIRE SALARIES: 
 

Structured Series .12 Salary offers  for  new employees should be 
appropriate to the level  of the assigned duties and 
commensurate with t raining,  experience,  
competi t ive salary requirements,  and internal  
equity.   Employment Representat ives in  the Human 
Resources Staffing Group (HR-S) provide 
information on appropriate salaries.  
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 .13 A candidate who is  ful ly qualif ied for  the posi t ion 

he or she is  offered wil l  normally be offered a  
salary at  or  below the control  point  of the 
applicable salary range.    

 
 

Technical Staff Member .14 Salary offers  for  TSM Series employees are based 
on a  market  reference point  that  ref lects  what  other 
employers l ike the Laboratory pay for jobs 
requiring similar  technical  credentials  and 
experience.   Other factors to be considered in  
establ ishing an offer salary are  

The candidate’s professional  credentials  
(professional  reputat ion,  publications,  and 
demonstrated competence),  

The competi t iveness of the Laboratory’s  offer 
with other bona f ide job offers  the candidate has 
received,  

The competi t iveness of the Laboratory’s  offer 
with the candidate’s current  base salary,  and 

The al ignment of  the salary offer  with the 
salaries of the individual’s  peer group in  the 
hir ing organizat ion.  

 
  The HR-S Employment  Representat ive provides 

hir ing managers with relevant  comparison data and 
suggests  an appropriate  range of  salaries.   Offers 
should not  exceed the market  reference point  unless 
the candidate has except ional  qual i ficat ions related 
to  the posit ion.  

 
 

Factors Not Considered .15 The fol lowing are not  just if icat ions for offering 
Structured Series salaries above the relevant 
control  point  or TSM salaries above the market  
reference point  

The cost  of l iving in the Los Alamos area,  

The income the candidate wil l  lose because his  
or  her spouse or domest ic partner wil l  not  be 
employed or because the candidate wil l  give up 
consult ing or  other  secondary employment ,  and 

The minimum acceptable offer specified by the 
candidate.  
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No Competing Offers .16 If  a  Laboratory organizat ion makes an offer  of  

employment  to  a candidate who has an outstanding 
offer  for a posi t ion in  the same series and level  
from another Laboratory organizat ion,  the offer  
salaries  must  be the same.   HR-S monitors  offer  
salaries to ensure that  Laboratory managers do not  
make competing offers.    

 
 

Approvals .17 All  new-hire salaries are approved by the cognizant  
AD.  DOE must  approve any offer  salary over the 
established approval  threshold.   UC must  approve 
new-hire  salaries for  Structured Series employees 
that  are  below the minimum or over the maximum 
for the applicable salary range.   The Human 
Resources Division Office (HR-DO) obtains these 
approvals when necessary.  

 
 

Special Employment .18 Salary offers  to candidates in the Laboratory’s  
Programs   special  employment  programs are  made according 

to  the guidelines establ ished for  those programs.   
See the AM subject  on the program in question in  
Section 1100. 

 
 
TRANSFERS: .19 No salary adjustment  is  made when a Structured 

Series employee t ransfers to another posi t ion with 
the same salary range as  the previous posit ion or 
when a TSM employee t ransfers  to  another  TSM 
posi t ion.   If  a  salary increase is  necessary to al ign 
the employee’s salary with other salaries  in the new 
organization,  the manager  may grant  an interim 
increase at  a  la ter date or make the adjustment  
during the next  annual  salary review. 

 
 
STRUCTURED SERIES  
PROMOTIONS:
 

Charges to the .20 When a Structured Series  employee is  promoted,   
Promotional Fund   the manager must  grant  an increase to  the minimum 

of  the new range i f  the employee’s  salary is  below 
the appl icable minimum.  The directorate’s 
promotional  fund is  not  charged for  the amount  
required to  bring the employee’s salary to the 
minimum of the new range if  the select ion was the 
resul t  of  a  Laboratorywide advert isement.   The 
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promotional  fund is  charged for  increases to the 
minimum if  the selection was the result  of  a  waiver 
of  advert ising or l imited-scope advert ising and for 
any increase above the minimum. 

 
 

Promotions by Selection .21 An employee in the Structured Series  who is 
selected to f i l l  a  higher-level  nonmanagement 
posi t ion does not  assume the advert ised level  of the 
posi t ion unless certain cri teria  are met .   See AM 201.   
An employee who does not  assume the advert ised 
level  does not  receive a  promotional  increase.   
When the employee is  reclassif ied to the full  level  
of  the posit ion,  a  promotional  increase may or may 
not  be granted.   See .20 and AM 201.  

 
 

Promotions by .22 The manager may grant  a  promotional  salary  
Reclassification   increase to  an employee in  the Structured Series 

who is  promoted through reclassif icat ion.   The 
increase must  be effect ive on the same date the 
promotion becomes effective.   The considerat ions 
in  .20 apply.  

 
 

Promotions to .23 The manager may grant  a  salary increase to  an  
Management Positions   employee who is promoted to a management 

posi t ion in  the SSM Series.   The salary increase 
must  be effect ive the date that  the promotion 
becomes effective.   If  the employee’s salary is  
below the minimum of the new range,  an increase 
to  the minimum is  required.   See .20.   

 
 

Acting Appointments .24 The appointing manager may or may not  award a 
temporary salary increase when an employee 
receives an act ing appointment.   The appointing 
manager must  rescind any salary increase 
accompanying an acting appointment when the 
act ing appointment expires.   There is  no charge to  
the directorate’s promotional  fund for increases  
associated with act ing appointments .  

NOTE:   Depending on the circumstances,  the 
durat ion of  an act ing appointment may be 
l imited.   See AM 119.
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APPROVALS .25 All  increases,  regardless  of when granted,  must  be 
approved by the cognizant  group-,  division-,  and 
directorate-level  managers .  DOE approval  is  
required for salaries over the threshold established 
by DOE.  Salaries above the maximum for the 
applicable series require  UC approval .   HR-DO 
obtains DOE and UC approval  when necessary.  

 
 
STRUCTURED SERIES .26 A reduction in salary may or may not  accompany  
DEMOTIONS:  the demotion of a  Structured Series  employee.   The 

organizat ion may reduce the employee’s salary to 
provide more equitable salary al ignment with other 
employees in  the same series and level .   A 
reduct ion in  salary is  required when the employee’s 
current  base salary exceeds the range maximum of 
the new series and level ,  or UC must  approve the 
out-of-range salary.  

 
 

Promotion Subsequent .27 Salary increases for employees promoted  
to Demotion   subsequent  to  a demotion are handled in the same 

manner as other promotional  increases.  
 
TSM REASSIGNMENTS: .28 When a TSM manager is reassigned to a non-management 

or lower-level management position on either a voluntary 
or involuntary basis, that individual's salary will be 
adjusted to reflect the new job duties and peer group. The 
decision to reassign the manager is not subject to the 
complaint procedure set forth in AM 111, Complaint 
Resolution. However, whether the amount of the new 
salary has been appropriately set according to the new job 
duties and peer group will be subject to the complaint 
procedure set forth in AM 111, unless the new position is 
covered by the UC-Managed DOE National Laboratories 
Policy on At Will Upper Management Personnel.  In the 
latter event, the new salary level will be subject to the 
University of California Resolution of Concerns for At 
Will Upper Management Personnel policy.  

 
 

 
ANNUAL SALARY  
INCREASES:
 

Eligibility .29 Employees with full -  or  part -t ime regular  or 
l imited-term appointments on the establ ished date  
for  the beginning of  the salary review cycle are 
el igible  for increases.   Casual  employees may 
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receive increases during the salary review period 
through a separate procedure described in the 
Director’s Instructions.   Short- term employees are  
ineligible.   Salary increases for special  employment 
program employees are granted on different  
schedules,  depending on the program.  For more 
information,  see the appropriate  subject  in Section 
1100.

EXCEPTION:   Employees whose salaries  are  
above the range maximum for their  series and 
level  are not  el igible for annual  increases.  

 
 

Effective Date of .30 Increases granted during the annual  salary review  
Increases   exercise are general ly effect ive on the fi rst  day of 

the pay period nearest  the start  of  the f iscal  year.   
Other salary increases are effect ive on dates 
determined by management .  

 
 

Director’s Instructions .31 At the beginning of  each annual  salary review 
cycle,  HR-DO distr ibutes the Director’s 
Instructions,  which contain specific procedures for 
conducting the salary review, including 
specificat ion of BPI percentages,  a  schedule of  
deadlines for  submission of proposed salary 
increases,  and approval  deadlines.  

 
 

Determination .32 Salary increase decisions must  reflect  employee job 
performance,  as  documented in  the performance 
assessment ,  relat ive to  the employee’s  peer group 
performance;  the relat ive importance of  the 
employee’s skil l  to  the organization;  the al ignment 
of  the employee’s salary with the salaries  of other 
employees making similar contr ibut ions;  and the 
amount of the SIA available for each employment  
series  in  an organization.   Individual  salary 
increases are reviewed and approved by appropriate  
managers.  

 
 

UC and DOE Approval .33 UC must approve any combinat ion of salary 
increases that  results  in  an increase of 25% in 1 
year and al l  Structured Series salaries over the 
applicable range maximum.  Salaries  over the 
threshold established by DOE require DOE 
approval .  
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INTERIM SALARY .34 Organizations may retain part  of  the SIA allocation  
INCREASES:  for the fiscal  year to use for interim 

nonpromotional  increases.   However,  al locations 
may not  be carried over to the fol lowing year.   The 
Director’s  Instruct ions contain information on 
al location and use of SIA funds.  
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